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Certain conditions need to be met prior to archiving:
 
 1- Filename must begin with group letter. (except P&M and Location)
    A Traffic Design Services      B Traffic Studies Branch
    H Highway Plans Services      D Roadside Development
    O Traffic Operations           S Structures Section
    R Right of Way Plans Section
 2- The filename that appears on the lower left corner of the plotted sheet
must match the name of the file.  If multiple sheets are in a single file,
view names must appear on the lower left corner of the plotted sheet and
on this form.
 3- All reference files must be made part of the design file and the
references files detached.
 4- A text file containing the following information on this form is part
of the files to be archived.  
 5- CADD System Services will not archive until the half size bid set has
been received from Contracts and Specifications.

After the files have been archived, a copy of this form and the computer
printout showing the actual contents of the tape will be sent to the
requestor.
It will then be up to the requestor to delete the archived files.
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